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ABSTRACT 

This is the first of fqur modules 
comptrehensive program of jot placement services i 
The pruposQ of these modules is to help the place 
plan, implement, and evaluate a program of job pi 
meet student Deeds. The content areas of the ^our 
pre-employment, (2) job' development, (3) referral 
(U) fcllow-up and f olloii-through. They concentrat 
of skills and knowledges required tvy job placemen 
module deals with planning pre-employment program 
an approximately seven-hour workshop to be led by 
module contains games and activities designed to 
coordina^tors (or anyone concerned with pre-employ 
acquire skills in this area. Sections include Rat 
Delivering Services; Strategies for Teaching Desi 
Conducting a. Job Search; Job Communication Skills 
Interview. Evaluation' and assessment activities a 
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This is the first of four modules on developing a comprehensive 
program of job placement services in a^, school setting. The Rmrpose - 
of these, modules is to help the placement coordinator plan, implement, 
and evaluate a program of job placement services to meet student needs. ^ 

/ The content areas of the four modules are (1) pre-employment, ' 
(^) job development^ ^3) referral and placement, and (4) follow-up 
and follov^t-through. They concentrate on the development of skills 
and knowledges r^equired by job pi acement coordinators » 

; The title cuf this module is Planning Pve-emploiiment Programs, 
Complete the. introductory activity on the next page and, when the 
workshop convehes, the group will h^ye an opportunity tq share experiences, 




INTRODUCTORY ACTIVITY 



This module will focus. on the problems and needs of youth aj, they 
se6k employment. Most of us have a varied work history and it ni^y help 
' set the scene if we think back over the ;tt5bs we have held and how we r 
obtained those jobs.. Make a list of the first three full-time salari# 
jobs you obtained. Summer employment can be usefJ. Using the Job List 
Chart, list the job title and, in the next column , note how you obtained 
that job. , . • ' I : 

W^en you have finished this part of the activity, complete the next^ 
part by listing up to three jobs that you were so dissatisfied with tf]at ♦ 
you quit. Thef), briefly note in. the. next column why you we^-e dissatisfied. 
Try to put down the^major reason as you best recall I not a^ll the details. If 
you've tiever had this experience, you might list up to three jobs that 
you would have liked to quit, but didn't. " - / 

After you have completed your lists, the.. coordinator will help the / 
group dltegorize the techniques used to find employment and the reaspns^ 
that^^^^obs sometimes are less than satisfactory. As ywf contihue to work 



through the module, some of the subsequent discussions and activities 
will refer back to the Job List Chart to help you relate your own experJ/^ 
ences to those of today's youth. - " . T . 
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1. MODin^K COAL AND OlUECTIVKtl 

^ ModuLu Goal 

• To provide you with skills and knowledge needed to plan and con-* 
duct a program of pre-ejnpl oyment; activities. 

Module Objectiveo ... ' - 

:^ When you have successful ly completed this module you will be able 

to . / 

1. S0te (a) a rationale for offering pre-empl oyment ser>vices to 
students and (b) the job-seeking skills needed by school youth, 

2. Analyze Three methods of del fv^r'ing pre-employment services to 
determine the advantages and disadvantages of each aipproach. 

3. Plan strategies for teaching desirable work habits and attitudes 
to studyents. ■ 

4. Conduoi a job search, for a specified occupational area. 

5. Plan/strategies for teaching students communication skills needed 
In/applying for a job. 



6. ^anv strategies .for teaching job interview skil Is. 

7. (Optional) Outline "the procedure which would be folloAvec^ in 
evaluating any one of the components of pre-employment services. 
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Appvoxinkxtr • . 

*Lhour Introduction • * ' 1 

Group activity discussing rdt ioruvl 
for offering pre-eniployinent services. 
The coordinator wilV explain the / 
structure -and purposes of Uie modulo. / * 
5S hours J?A^. ^"f^ 

* * Presentation bf the niethods,of deliver- 

ing pre-employment services, what the 
content of such serviced should' include, 
and how to develop stra4:egies for teach-^ '\ 
ing students job seeking skills. Ois- 
cu^-sion -sessions and practice activities - 
^ interspersed. 
H hour ' Posta sse'ssment 

Assessment' of, your acquired knowledge and 
• skills. " \ ' ' 
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Thf> fiyljrt. on the next, |M()f di.Kjrdms the compononfs of a' compro- 
honsivo prtxjr.iMi of job placeiMcnt services. (Mcmrnncj Pro-eiiiployMient 
Procjr.mis is Module 1 in the job pl.icoiiient series. 



COMPONENTS OF A COMPREHENSIVE .-PROGRAM 
r-^OF JOB PLACEMENT SERVICES 
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CLOSSAEY 



Job Placement Program - A..|^eric term which includes U) program" needs- 
assessment. (2) pre-employment preparation, (3) job-development, (4) 
placement and referral, (5) follow-up and follow-through, and (6) evalua- 
tion, and refers to the total program. , 

Pj^ogram Needs Assessment -.The process of ccfllecti.Rg empirical data 
that estimate the current status and desired status of a job placement 
program. The differences^etween the 'current status and the desired 
stati/s may be considered program needs. These data are used to estab- 
lish program goals to meet^stJudent needs. 

Pr^-ernployment. Preparation'- The development of student job-seeking and 
job-keeping skills. A typical program would concentrate on the develop- 
ment of^student skills in the ar^as of (1 self-assessment, C2)empl^^^^ 
expectations, (3) job-search techniques, (4) communication techniques, 
and i(5) interview techniques. 

Job Development - The recruitment of business /industrial support 
and promotion of job opportunities for students. This ^^^ivity includes 
the identification of jobs that students are qualified to fill and worki 
with employers to restructure jobs so that students may qualify. ' 

Referral-Placement - The process of ref err i ng and ' pi aci ng students in 
jobs for which they are qualified. The process requires a careful asses 
ment of job requirements and student abilities.. It includes placement 
in full-time and part-time jobs." 

Evaluation - A process designed to provide irjformation about overall 
effectiveness, and. spqci f ical ly , to what extent are program objectives 
being achieved. 

Placement Coordinator - While actual job titles, organizational patterns 
and scope of responsibilities vary in each school setting, the term as 
used in the module means the individual assigned responsibility for the 
total program of job placement services.- 

Follow-u^ and Follow-through - Follow-up is. a part of the total evaluation 
process of the placement program. It involves the systematic collection 
of data from former students and their employers. Follow-through is the 
process of (1) identifying the placement and educational needs of former 
students and (2) providing services to these students and employers. 



RATIONALE FOR PRE EMPLOYMENT PlXOGRAMS 



Youth' unemployment i^^'one of the. nation's persistent 
labor marlcet pjjpblems. Since the IQSO's unemployment has 
J^en its heaviest toll from the youngest^workers. The un- 
employment rate amon^^' youth , compared to adult unemployment, 
has risen each year/since I960.- According 'to Department of. 
Labor statistics, during 1972 and ^73 the unemployment 
rate fo/ all youth between the ages of/^16 and 19 years was 
approximately three times that^pf the adult work force. 
Blacks and other minority youth are particularly vulnerable 
to^rises in unemployment. In 1973 th.e unemployment rate for 
black teenagers was 30 percent, approximately twice\the rate 
for white teenagers. Most unemployed youth — about 70 per- 
cent — are new entrants or re--entrants to the labor market. 

According to' the United States Office of Education 
statistics 3,7 million young people left formal education in 
1970-71; of these nearly 2.5 million lacked skills adequate 
to enter the labor force at a level commensurate with their 
promise. Many left with no marketable skill whatever. 
Between 1968-7(4 the labor force grew by approximately 12 
million. During this period of time young wbrkers were en- 
tering the labor force at the rate of 40,000/ja week; at the 
same time technology was reducing the number of traditional 
entry level jobs previously available to new workers, A 
review of job placement literature indicates that a lack of 
knowledge'of the labor market and inadequate preparation 
for the world of work are two of the major causes of youth 
'unemployment: . 

Youth attach a high importance to'a college education 
as a route to employment in prestigious occupations . 'how- 
ever, the number aspiring to jobs requiring a college degree 
outnumbers the availability of such job's in the current 
occupational structure. Studies have shown that approxi-^' 
mately 45-60 percent of high school graduates ennoll in 



Youth Vnemployme 



Routes to Labor 
Force Entru 



college and the percent actually completing college within 
five years ranges from 20 to 25 percent. A large proportion 
of young people entering the, labor force have completed; " 
-some, -but not all, of the requirements of a four-year - 
college program. , . 

These youth often lack job skills and are not in .a 
better position to'competeT foe jobs than the recent high ■ 
school graduate^ - 

Entry into professional and skilled occupatioins re- 
quires planning and preparation, while entry into semi- 
skilled occupations generally involves unpUiined events. 
This is illustrated by^he fact that nine *o^,t of ten ^general 
high school graduates take. the first job that is offered to 
them. Follow-up-^studies of vocational graduates revealed 
that substantial numbers of vocational students take jobs ^ 
unrelated to the t^aining they have received. This is sig- 
nificant sinc^^h^ type of business 6y^ industry selected :} 
for eraplpym'^^pi' some extent, determines future career ^ 
OFf€}jons- . 

\ : ^' ... . - / ■ 
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zJn with adequate career planning and preparation the 
" young j/erson stil#biust^ translate his occupational foal into 
the rility of a job. This step. requires job-seeking skills 
' apparLi; lacking in many youth. Young people search for a 
job /n areas close to their homes and rely heavily on job , 
/ lea/s provided by friends and relatives and upon direct ' 

„^ ..cation. They rely less frequently upon employment 
Xvices, Manpower agencies, directories, want ads, and 
other sources of job information .and they often lack the 
Skills necessary to successfully present themselves to a 
prospective. emp3«yer. ^ ' • 

A low percentage of students surveyed indicated that 
•they had received assistance froip their school in finding 
employment. , It would seem obvious that the reasons for a . 
lack of, successful transition are found in both the schools 
and the employment settings in which students attempt to 

move- I . ' . ^. 1 

One of the most cri-tical problttis that our educational 

system faces today is ^providing an effective program that 
will facilitate the transition of youth from school to work- 
This is especially true for students who do not-#omplete 
high school and those who do not continue formal education 
beyond^his point. The schools would seem to provide a 
logical framework to offer pre-employment services that 
would fill the current void in the system as they are the 
only agency that has contact with a^majority of the young 
people in a learning environment. Unless they accept and 
implement their role as teachers of job-seeking, skills there 
will continue to be many thousands of youth leaving the 
schools each year who experience frustration in securing 
suitable employment.. 

in summary, youth unemployment is a major problem, with 
the unemployment rate being three times that of the adult 
work force. Not only is there a high rate of unemployment, 
'there is alsoa high turnover among this group.' For those 

'17 
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who do find .employment, many enter 'occtipations unrelated 
to their training. Youth demonstrate a lack of employment 
skills and a lack of adequate job-seeking skills. The 
schools offer a framework to provide educational services to 
facilitate the transition of'youth from school to work. 
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DISCUSSION OF EMPLOYMENT PROBLEMS OF YOUTH 

As you completed the Job list Chart and indicated how you obtained 
various jobs, did you recall any prob^ms or frustrations which you ^ 
faced when seeking employment? For exampl^eT^ . 

What kinds of jobs were available where yoy grew up? 

Who could you turn to for help? 

How ^id you know what to expect from an employer? 
. How did. you know what the employer would expect from you? 

As today's youth enter theAVorld of work, do. they face the sanie 
problems which ybti faced in peeking qimployment? Divide into three, 
small discussion groups and discuss your ideas about what kinds of 
difficulties andjgroblems related to seeking employment are presented , 
to the yo^hq who is making the transition from school to work. 

Appoint a-^re^rder to jot down each idea that is presented--some of 
them will^^^ similar to ones you found, but others may be quite different 
due to changes in the. economy and the labor force. - After you have a 
list compiled, categorize the' items as either (1) a' need^r information 
ojj (2) a need to develop a job-seeking skill. Two items have been 
completed as an example. . . |i , 

Each person should make their own notes on this part 'of /the activity. 

■ " / 
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JOB-SEEKING PROBLEMS pF YOUTH 1 



Needed Information: 

Mag notjiave had an opipo/utuyUtif 
to ob6QA\)z 6omzonz doZnq a job 
thzg might be ^QA2^t^dUn-n^^d 
occapcuUoml InAomation. 



Needed Skins; 



A/eueA hzld d job 6o hav'z not dzveZomd 
a good "mnk peJuonaLUij" , ' 



. ^ 
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.MEJTHODS OF DELIVERING PRE EMPLOYMENT ^K\\\ ICKS 



Components of 
Job Placement- 
Servicer. 



The fundamental components of mosi school based, place- 
ment services include: (1) needs assessment, (2) pTre-employ- 
ment preparation, (3) job development. (4) referral an'd 
placement, (5) follow-up and follow-through, and (6) evalu- 
ation. - . f 

The operational features of placement/programs vary 
widely from one location to the next, being dependent upon 
local conditions (educational philosophies, resources, local 
politics, local needs, size of school, etc.). 

Nee^ assessment is'the process of collecting and ana- 
lyzing/ empirical data which^re used to make operational 
tficTsIons: who should be served, what'^services should be 
provided, what resourc-?'s'''are needed to support the program. 
Pve-employment service is concerned with the development Of 
job-seeking and job-k'eeping skflls by students and fs per- 
haps the most complex and important segment of a comprehen- 
sive job placement program. Joh development is communicat|ionT 
•with business and industry to promote job opportunities 
for students. Placement is the process of referral' an^ 
placement of students in jobs and usually includes both full- 
and part-time employment.. Follow-up is an evaluative part 
of placement activity. It involves ,a systematic col lection 
of data from former students and their employers. Follow- 
through is the process of (1) identifying the placement and 
education needs of former stents, and (2) providing service^ 
to these students. Evaluation, though included in follow-up, 
would also include other kinds of research and data gather- 
ing useful for impr^oving placement programs. 

A comprehensive prograip of job placement services v^ould 
include all the components defined above. The achievement 
of the goals of a placement off ice 'requi res that a proper 
balance of placement activities be maintained. Over- 
concentration on any of the six compone/its can ser-iously 
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limit the effectiveness of the others. Likewise, omission 
or de-emphasis of a /unction-^can result in deficiencies which 
^ are incompatible to a successful placement program. It shobli 
be emphasized that not all af theSe functions require. the 
same amount of time, for example,. job development is usually 
a very time consuming activity. 

The operational elements of a comprehensive program of 
pre-employment services would include providing instruction 
to students in the broad areas of: 

1. Job search techniques - the process-, of assisting - 
each student to develop a knowledge of' the labor 
market an* the methods used to identify and contact 
potential Employers, including the use ofypublic 
and private employment agencies. ^ 
, 2. Job' interview skills - the process of assisting 

each student to develop (a) an understanding of job 
interview technuqies and (b) the interview skills 
necessary to successfully present themselves to an 
employer. 

3. Employed expectations- the process of assisting each 
student to develop an understanding of the work 
habits and attitudes (job behaviors) that are,^favor- 
ed by a majority of employers-* 

4. Communications skills - the process of assisting 
each student to develop the skills necessary (a) to 
prepare resumes, job application forms, letters of 
application, and (b) to effectively use the telephone, 

Like the components of a comprehensive placement program 
the elements of a pre-employment program are interrelated and 
dependent upon each other. Thie content and structure of the 
pre-employment program varies widely from one location to 
another and should be based on local student needs and the 
capability of the school's resources to deliver these ser- 
vices to students. Each of these elements will be discussed 
in following sections of the module. 
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Thera^are tlxee options (or combiriktions m 
be used to incorporate pre-employment sfervit:es into the 
instructional progra 

1. The content of the pre-employment program may be 
integrated into courses in the existing curriculum. 
The courses may be either in the general studies or 
the vocational areas. These units are usually 
taught by the teacher jregularly assigned to these 
^ courses. .If this appfroach is' used, thought should 
be given to (a) choosing the courses that will^each 
• the ^areatest numbers of students and (b) providing 
teachers with assistance in develQping the pre- 
employment instructional units to assure that /all 
important topics are. covered. This^option ha,s the 
advantage o'f reaching large numberS-^^of students with, 
little additional resources. It also actively in- 
volves the teacher in the pi acement , process .\The^ 
major disadvantages are that some students may^be 



Options for 
Delivering Pre- 
employment Service 
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ffiissed, the servica may not be available when stu- 
dents have the greatest need, and teachers ma^ not 
be qualified {or may lack interest) to offer in- 
struction in this' area. 
^ The program of pre-employment services may be devel 
^oped as an integral part of the total guidance pro- 
gram. ' The services are usually'made available to 
students on an elective basis in both .group and 
-individual settings. A typical program would in- 
clude'^providing a number of special interest sem- 
inars ^n employment topics and providing students 
with^sistance with their individual employment 
pro|)lems. This approach may be,»especially appli- 
cable in small schooT setting?. However care 
should be taken to zero-in Qn topics of special 
needs and involve a majority of the students in 
these activities.^ This approach may a^Tso be pre- 
ferred in prW* to avoid decentralization of guid- 
ance services. Major dis^idvantagesybf this approach 
are: (a) large numbers of students may fail to' 
take advantage of the services and (b) the demand 
for other guidance services may compete with pre- 
employment services and" careful attention Tnu$t:be 
given to establishing priorities and allocation of 
sufficient staff time to carry out/the program, 
objectives. ; . » - 

A new course of study in pre-employment' preparation - 
may be added to the curriculum. / This course should 
include instruction in each of the major topics 
described in the next sections of the module; The 
course m^y be taught by a guidance person, a teach- 
er with special interest or qual if ication^ or by a •. 
placement coordinator. Agai^n,. if the instruction 
'is to be effective, it must involve a majority of 
the students. It is suggested it be required of 



y : . all S'tudents\' ^Thi§ approabh requires the addition 
' of a nbw course (which competes for .instructional 
\ time) and requires 'sClToc^cition of additional re-^ 
sQurces. " . 
In summjary, a comprehensive program of-: pre-employment , 
ser»vices would include instruction to students in the ^reas 
of (1) job-search tectiniques , ,(2) job interview skills, 
(3) employef expectations, and (4) communication skills. 
•These services may be delivered toj students by (1) Integra- 
^?>ting pre-employment instruction ihto e;)}isting courses^ (2) 
adding a new course in pre-employment preparation to the 
.curriculum, and (3) integrating the pre-employment .pirogram 
into the ;tb tal guid^ince program. Both the content and 
methods of delivering pre-employment programs "should be 
tailored to meet local conditions apd student needs. 

1 



- . AbTIVITY 1.- DETEBMINING METHODS 'of DELIVERING * . . " 
'\ PRE- EMPLOYMEN'r^.S^RV ICES 

The a^^ivity will assist you , in thinking t^Trough the three approach 
discussed irr-the text -for delivering pre-employment services. You are* 
divicie^into three .small groups/ The coordinator will assign one of the 
three approaches to each group: \ ^ , 

(1) integrating^ jnj:o existing courses . . ^ ; ^ - ' - ■ ^ 

(2) adding a separate course , '.^ 

(3) integrating into thi5; guidance program-- ' ' 
Develop e list pf advantages fiind disadvantages for ^hat appVoacftV usirig' 
Jthe discussipn'questions given and adding any other points you think are 
appropriate. You have 40 minute^^for this. Appoint one member Qf the 
group to report your analysis to the total group. Be prepared Jj^ ans^^er 
questions about the three methods. > 




Points to Consider: 

1. How much time would be involved for the placement coordinator? 

2. How much time would be involved for teachers? 

3. How many students could be served? -All or only part? 

4. What would scheduling involve? 

5. How much coordination would be required byvthe placement cocrdir 

6. How would the qual ity of pre-employment instruction be affec::.ed^ 

7. Wt/uld time be taken from other instruction? ^ ■ / 

8. How would stiident motivation be 'affected? 

9. How wfell would the individual student's needs be met? 
lOVlf cost is considered, what would be involved for material s ^ 

facilities, staffing? 



5 STRATEGIES FOR TEACIIINCi 

DESIRABLE WORK lIAftlTS AND ATTITUDES 

Many recent high school graduates who are placed on jobsj fv'orfe Environment 
experience difficulty in adjusting to the world of work and 
are unable td keep. these jobs.. These students seem unable to| 
cope with the situations they encounter. This is not sur- 
prising considering that they have spent- a good proportion ofj 
their time with individuals near their own. age for the last 
, twelve years. After leaving school, many a\'now working 
side by side with individuals who are older t^n they are. 
Adults they had contact with in school were usucKjly involved 
in a helping role, for example, as teachers or counselors 
Adults in the world of work often are in a competitive role 
in areas such a^^vertime, boss approval', promotion. Oiren 
students are li( a, disadvantage in this, new environmer, . 

Employers are not"' as permissive ^% the schools. Punish- 
ment for infractions of nules is rfiOre rigid. Whereas 
absenteeism or tardiness might warrant' discipl inary action in 
school, on the job it might result in a youth being fired. 
Chronic, real, or imagined illness in school might elicit 
some 'sympathetic response from school personnel, however an 
employer looks at the situation in terms, of loss of profit. 
The end result of a pattern of absenteeism, for illness or 
other reasons, might result in a youth be^ng fired; ^ 
It obviously takes more than knowledge and skill to be 
an effective employee, /What it takes differs from' job to 
job, but the non-skill components of effective employment can 
/be incorporated within the term "work habits and attitudes" .''--I 

An individual with a generally effective personal ity may jTeac/zin^ Work' 
not have an effective work personality. Students need to 
d^evelop ah understanding that workers aFrfired or 'not hired, 
or not promoted, more often because of attitudes and behavicrsj 
than because of inadequate skil ls. Student development't of an 
effective work personality may be accomplished in part by 
apprising them of attitudes and behaviors deemed desirable by 
employers.. Perhaps the most effective technique is the use 



iFlabits and Attitude 
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of group procedures. Often members of the group can evalua 
themselves more easily than in an individual setting. 

. , Attitudes, behaviors, and issues th^t are of concern 
can be used as catalyst for group discussion and can be 
viewed from a variety of perspectives by the group members:. 
ThTS technique lends itself to the use of resource people 
Where industrial personnel, employment agency personnel 
?nd/or employers.preserit their views on appropriate job 
behavior to students: A list of Attitude^^ . 
MIoyers_Favor is incfuded .in- th^^^^i^ii^^^^T^^^^ 
Should b-e revised fonyour local netting by advisory com- " 
mittee review, employer survey or similar techniques 




Another effective technique is to urge school staff ' 
members to emphasize pride in workmanship, acceptance of 
industrial discipl ine, and responsibilities, safety, appropri 
ate dress, housekeeping, punctuality, initiative, and dili- 
gence. Field trips to acquairlt students with working 



2r 



conditions in businesses and industries shguld be encourage 

Job experience is the usual way that work personality 
has been developed. The high proportion of failures and 
firings on the job, however, suggests that on-the-job train 
( ing does not necessarily foster effectiv.e job personalis.' 
(behaviors and attitudes). However, school sponsored, 
supervised work experience programs have been successful in 
assisting students making the transition from school to work 
There are also a number of federally assisted work experien 
and training programs (CETA) that provide supervised work 
experience for disadvantaged youth and adults. The place- 
ment coordinator should be aware of the services offered 
by these school and community . based programs. * * 

Individual counseling may also assist students to 
develop desirable work habits and may be used to supplement 
group activities or with students who are experiencing ^ 
difficulty. , This is a very time-consuming activity and the 
placement coordinator should exercise caution or too much 
time will be, commit^ted to this acti\i*ity. It may.be appro- 
priate to enlist the aid of the guidance counselor to pro- 
vide help. 

There are commercial materials availabl,Je which are of 
value in teaching desirable work habits and attitudes to 
students. Some of these are listed in. the references. 

In summary, students need to know what work habits and 
attitudes are considered important by employers. Group 
discussions, use of resource people, field trips, supervised 
work experience, and use of commercial, materials are ways 
in which the placement coordinator can assist students to 
develop an effective Work personality. 
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. ACTIVITY 2 - DETERMINING ^STRATEGIES FOR TEACHING WORK ATTITUDES 

7 ' ' ' • 

The next four activities in this module will help you in planning 
strategies .for teaching four elements of pre-employment services. Each 
activity will be designed to develop sJ<ills or understandings for one 
element and will result in your developing, a plan for implementing that ' 
particular element in a school setting. • 

The first element to be considered is teachirrg desirable work 
attitudes. To facilitate discussion,' the coordinator will divide the 
group into 4hree^ smaller groups and when the implementation plan. has been 
completed, each. gro^Jp will share ideas and each individual can add others' 
ideas and suggestions 'to his/her, own list. 



Mr. Sm,ith is new in his job and one of the first problems outlined 
by his superv4sor was that last year's follow-up study of employers 
indicated that students, they had^employed lacked certain desirable work 
attitudes, faculty members have also expressed to him that they feel 
that their students do not. have realistic ideas about what employers 
Wi J;^^ expect from- the^ M>^-"SmTth'^' supervis^^eFl^pVa nieeti^^ " 
him, department chairpersons, the guidance counselor,, and herself to 
develop a list of. several attitudes, traits, or knowledges that should • 
be taught or encouraged. The 1 ist they 'developed includes : 

good grooming takes responsibility 

promptness ' [: foTlows directions 

°y!^l^\^ \ \ neatness (keeps work area^neat) 

, able to cooperate i loyalty to employer / 

dependable • - manages time efficiently/ 

$hows initiative understands payroll -dedi/ctions 

realistic about advancement understands profit ' -^ ' 



Your group .can help Mr. Smith out By assisting him to develop a plan, 
using the list. Going around your^group, let each member select one habit, 
atfitude. or knowledge ancT decide how they might be", taught. Any of the 
three methods- of del ivering pre-employment services may be used or you 
may use more than one. Some activities which might be considered 'are: 
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- . ■ V 

lectures by placement director, visi.ting lecturers such as employers or 
former^ students, films or tapes (suggest content), field' tripsl classroom 
organization, role playing, other activities which would seem to be 
appropriate. Each person is to enter these ideas on the Implementation 
^ Planning Guide and should add other groups' ideas, as well, when the • 
groups reconvene to share. Following this, exchange with another parti- 
cipant and check the C|uides for completeness, the first one has been 
completed as an example. " 
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PRE"EMPLOyHENT SERVICES-TEACHING STRATEGIES ' 
IHPLEHENTATION PLANNING 
Ai'M' kbUi and hWdniu Name: 



\ ' . 


Skill, attitude or 
know! pd OP nhiprt'i\/p 


ncuviiy , • 


Material Source 


. Delivery 
method 


Personnel 


Time SchedyleV 
in-class out-of-class 


Good ^Koomg 


Sdtd om 6taitnt 
mch mnth ion maud 


Hate up a poUw. 

1 


In /Le^oM 


ClaiiKom 
mixiictoi 


nonP noA natith ■ 

1 . ■ ^ ■ 


Good (jfioodn^. 


Guwt hctm 6(/ 
local bmiiUdm on . 
mki'iip loii."on-tk'job 


tut 


h u^iiM 


ClflU 


^0 un. 10 up 
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Coinpleteness check requires at least two teaching • ' ■ ^R^fers to' time spent by 

stgtpgies bejisted for each of at least six work - ' < instructor or placement 

• ^^^'^^^^ '"^P^ ^^^^ ' " ■ ■ coordinator and amount of 

mmm^ ^ — ^ ' ■■v^--*r/... ^s>iv,^^1ass time const/mid, 



iiBUiis OP atntudss. Checked as completed by 



insLructor or placement 
coordinator and amount of 
class time consumsd. 





strategies be ]kM TJ u '^'^ ^^^^^^ing 
ERIC , 




*Refers to tinie spent bv 
jnstructor'.or placement 
. coordinator and amount of 
■,,c'ass time consumed. 



3( 



Arei:.! 



PRE-EMPLOYMENT SERVICES-TEACHING STRATEGIES 

. \ . IMPLEMENTATION PLANNING GUIDE 

''\ , Name:.' 



V "T"'- 

Skill, attitude or 
.knoiiledge objective, 


Activity ,^ 


Material Source 


^ Delivery 
-method' ? 


.Personnel 


Time, Schedule*' ^ 
■ in-class out-of-class 








r ■ 
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rnfflnfAfeness check requires at l/ast two teaching 
IQglej be listed for each of at least six work 

^turtos, Checked as completed by 



^Refers to time spent by 
instructor or placement 
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Annuany, iminy thousands of youlh hvivc tlio school' 
systoin. rhoso youth, ,iM,(>mpl in.) l.o cnlcr: the Kihor lore c d I. 
tho rate Of /lO.OOO per wo(>k. ore (-xporiom hi.) clifliailty in 
making a sutcessfi^! tnuisition from school to work. 
, ^ • Nearly every '.(iorker in the Idhor forre toddy will ^o 
involved in the job hunt at some time in their lives. 
Authorities sucjcjest that they' are condemned to go about it 
as if they were the first person ever to have to" do it/ 
Young people, especially,, tend to seek employment in their' 
local areas and reiy heavily on friends and, relatives as'^ 
sources of job^eads. They have a limited knowledge of man- 
power agencies, sources of job information, and lack the 
abil rtyto conduct a systematic job'search. Other authori 
ties state that the greater the number of- avenues used by 
job hunters the, greater their chances of success. This would 
suggest that providing instruction to students in job search 
methods is vital in' any comprehensive program of pre-employ- 
ment services . , 

The foTlowing section of this module discusses some of 
the information that should be provided to students. 



Sources of Jo b Inf^rmatjon 

Placement agencies are a good source for obtaining 
information about job openings. Placement agencies that 
students should be knowledgeable about include: (1) the 
school placement services, (2) private employment agencies, 
(3) the United States EmpToyment Service. 

The placement coordinator should provide students with 
information about the scope , of the services offered by the 
school' placement office. They should be encouraged or re- 
quired to register with the placement office and to^'complete 
all forms and documents required by the office. They need to 
.know how they can obtain information about the quality and 
quantity of job openings in their field of interest, the 



yPLacement Agencies 
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g(?ographic area" where these jo[)s are usually located, and tlie 
procedures to be followed in contactincj the employers who, 
have listed jobs with the school placement service, They ' 
also need to know whether or not the school placement ser- 
vices will continue to be available to them after initial 
placement. * * 

There are approximately 400() private employment agencies 
in the United States. Most of these agencies are located in 
major labor market areas. They'^depend primarily on a voTuitie 
business and require a rapid turnover of c1 ients in order to 
make a profit. The fees for the services of a private agency 
may.be paid by either the employer 'or th& job hunter. The • 
fees vary from state to state and, in some caSes , are subject 
to state regula^tions. -Some agencies specialise in certain • 
job areas: accounting,, data processing, etc . and others mSiy' 
function as the personnel office for locaT-^bus'Tnesses or ' 
industries. Students need to be advised to find out just 
what services will be provided* by^ the agencies and what'the 
cost will be for these services. , « 

If the placement coordinator intends to use a private 
agency to supplement job development effort's 'or recommend 
the use of an agency to students, then s/he shQultf iJivesti- 
gate the. agency thoroughly. . It is advised that the use of 
thiese; agencies be cleared with the 'school administration. . .. 

» The United Stated Employment Service was created by the 
Wagner-Peyser Act in 1933 to .supplement the work of various 
state* agenesias. (Response to unemplpyment of the depression) 
There is a national network of efnployment service Gffices,\ . ^ 
These offices are scattered bvei; each state and one. is usually 
located in each major city. Anyone may seek the employment- ^ 
services Qffeped by these offices. The placement coordinator 
should •adv*ise students of the services provided by;^these ' ' 
offices. These\services- usually: include, but are not - 
limited to: 

1. Placement. Job placement special ists , provi.de a 



I 




3. 



4. 



variety. ofvservices' to applicants. They take 
application^ for work and make referrals to employ- 
^ers, develop jobs through employer contacts, and 
Ihannel applicants to counseling or. training, 
unseling. The counseling services offered by 
> the agency are usually, employment centered and are 

intended to guide applicants toward additional 
training, a job, or changes in their approach to the 
job search. ' 

Job Bank, The job bank is a computerized listing r 
of all job openings given to {the eirfployment service 
by employers. These openings, and significant. 
information about them, are printed and distributed 
to state, employment serj/ice office locations. 
Testing. Jhe General Aptitude Testing Program in 
the employment service is used as an aid in suggest- 
ing work or training for an applicant. The agency 
also administers proficiency tests in a number of 
skill areas. ' ' . 

Authorities hav^ suggested that a school's placement 
program would be improved by utilising the services provided 
by the agency and many schools have elected to work closely 
with their local employment service office. In addition to 
piroyiding d'trect services to students, employment service 
personnel are often available to assist the placement coordi- 
nator w4th providing instruction to students about the 
services offered by the agency. 

Non-commercial employment agencies, sponsored by service 
clubs, associations, veteran^' organizations, are found in 
many conimuni ties. Many coimiunities also have comprehensive 
manpower training and placement programs funded by the 
Comprehensive Education and Training Act. The^ programs are 
administered by a local prime sponsor (uslJally the mayor's 
office) and ser^vices are limited to those who can meet the 
guidelines. 
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Non-commercia I 
Agencies 

Manpower Pjcpgrarns 
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^; ^ Othfer sources.'of job leads include help wanted ads, 
yellow pages, friends and relatives, publ ish^rf directories 
and lists, professional and trade 'journals. ' I 
The help wanted columns of daily papers are sources 
about job vacancies. However, they must be used with some 
caution. /o Bolles^ indicates that;. you should watch tjut for: . 

1. Blind ads which just list a box number, to answer 
and which are usually unrewarding. 

2. Fake ads which 1 ist positions that donVt exist and 
' are usually run by placement agencies to collect 

resumes for future use* , * 

'- * f 

. 3. Phone numbers • in'ads which should not be used* 
v' ; • 

since they are a means of screening out appVicants. 

■ ■/ . ' • ' * 

: 4. Phrases like "make an investment in your future'.', 

V . which usually are going , to require quite a lot of 




ERIC 



A suggested learning activity would be to show students 
examples of types (1) of ads described above and (2) of 
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Helip Vant^d Ada ' 



Limate job vacancies. 

The yeVjow pages in the .tel ephone book lis^ts most of the 
larg^and •firnall firms in an area.. It gives the firm's name, 
proauQt or Service, and telephO:ne number. For ^students who 
have skill^or have decidecTwhat kind of work they are inter- 
ested in, the yellow pages can be a good way to identify 
possible employers. Contacts with these employers ar:e 
usually ^ade' by phone-, letter, or by personal visit. Stu- 
dents should be provided with instruction and practice' in 
how to use the yellow pages. . ' 

. There are a number' of publications which provide infor- 
mation about companies. The most common ones include: 

College Placement Annual, by the College Platement, 
Publications Council 

THomas* Register of American Manufacturers - ^ 

Moody's Manuals 

Fitch Corporation Records 

Dun &• Bradstreet Reference 'Book 

. Company Annual Reports ' ' 

Manufacturer's directories - usual ly published by state 
government agencies . y • 

Chamber of Commerce membership Isits ^ 
The placement coordinator should secur^ copies of these and 
Other directories and familiarize students with their use./ . 
The school or publ i(/ 1 ibrarian should be abl e to assist you. 

Students should\e instructed to let their friends and 
relatives know that they are looking for a job as many 
surveys/indicate that this is ^ne'of the best sources of job 
information. ' 

Trade and prof essional -journal s may be good sources of 
job leads for students who have specialized skills. 

Stiidents should be instructed that it may not be desir- 
able to apply to all employers having job"^vacancies; conse- 
^ quently;-^ they should^ make a sel ection^of employers and, in 
selecting those to whom they will apply, it rhay be advisable 
to' collect information about the firm, such as: ^ 



Yell<^ Pages 



Directories 



Friends and 
Eelntives , 



Employ ev 
Information 
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3. 
4. 
5. 



1. Is the firm engaged in seasonal work? 

2. Are there opportunities for advancement? 
Are there opportunities for additional training? 
What are the fringe benefits? _ ^ - 
What is the employer's reputation for fair dealing 
with employees, with competitors, and with custbmers?| 

The sources of job opportunities described in the pre- 
ceding section are.-referred to b^ some authorities as the| 
traditional job search method. There is an excellent publi- 
cation by Richard-Boll es, "What Color is Your Parachute".! 
describing the creative job search .method . 'This publication 
assumes a degree of maturity beyond that of a typical stbdent 
entering the labor market; however, it is recommended reading 
for the job placement coordinator. 

Students are experiencing difficulty -fn making a- suc- 
cessful transition to work. ■ They lack\he experience and 
knowledge of how to organize and conduct a systematic job 
search. Major sources of job information include placement 
agencies, manpower agenJ^es, want ads, yellow pages, direc- 
tories, and friends and relatives. /Students should be pro- 
vided with instruction on how to cpnduct a job search 



Creative Job 
Search Method 



Summary 
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ACTIVITY 3 - JOB ^SEABCH ' 

One educational theory. ho1d^ that „e "teach as „. are taught" 
T act,vuy puts, you in your, student's pUce and your coordinate; 

ln:rThe ol^°':-°' r''""^"' d<-,ctor teaching. pre-e,p,oy™ent 
bT c ve {f wn, .,want to include as your next sHV, ' 

Objective ,n your ,n,p,e.entatibn guide) is to learn Job search skills 

■ As a placement director, these skills can assist yoi in identify^ . , 
>ng potential employers for the students you will be pLing ' * 
s u ents. these skills can be invaluable in-identifying potential 
employers as they begin looking for their first employment- just as 
^o^t- (if not more sd, this can be transferredVfa.e ■ a o„s 
when they want or need to change employers or occupations V. 

The activity, has three parts. The first is to identify ten -poten- ' 
tial employers for a specific occufation. usinb at least four different' 
resources. This will be a small group .activity. The second part „ 

m th,rd part ,s to add a Job search activity to your implementation ' 

Part A ' .' ' 

Identifying Empi o yer5; : 

Divide into three groups. Your coordinator will assign each group- , 
an occupation to research. Using the resources provided, develop a 
1st of potential employers fo. the occupational area.- You may also ■ 
suggest other resources that members of the group are knowledgeable 
about. Refer to the.sample if you have questions about recording 
the information. If some of the information asked for Is not 
ava,lable, indicate where or from whom you could get the Information. • 
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JOB SEARCH EHPLOYER LIST 



1 

o 
I 




Official Manual 
State of Hissouri 



Friend employed 



for Instruction 1 there 



■ ifi ■ Comfleteness check requires at, least 10 employees be 
* o ■ ■ Listed with all items completed^ Checked as completed 
ERIC by . ■ 
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Completeness checl< requires at least 10 employees be 
listed with all items completed. Checked as completed 

by 
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Part B 



Einplbyer Fact Sheet : 

Divide into- pairs. Using .6n0 of the.jobs you listed in the 
• wirm-up a<:tivity or somd other job you have held, assume tha.t you , 
' are'a knowledgeable person about one. of your previous places of ^ : - 
• employment. , /Alternating roles, one m'ember of the pair is to mter- 

view the other, collecting the information that a prospective job 
• applicant would want to know about a business or industry before 

making application for employment there. You may also list other ^ 
sources of information which you think would be helpful. Record 
your interview -on. the Employer Fact Sheet ^on the next page. After 
you complete your employer fact she^t,. exchange with your partner 
and check for accuracy. . • , 
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EMPLOYER FACT SHEET ^ 

Natne: 



Name of employer: , • 

Where located : ' - ~ ' 

Describe general area: 
Type of business or industry: ' 

Approximately how many \^ are employed there? 

specific occupatipn* . ^ 
Frequency of turnover:* , 

Who generally does* the hiring for this specific occupation? 
What type of employee do they look for? 

How do wages for \ paid by this employer^ 

speci'fic occupation " 
• similar jobs in the area? 

What Has most desii^at^le about this- employer? 




What was least desirable about this employer? 



List any additional kinds of Information you would want to know and 
sources for obtaining that information: 



Checked for accuracy by: 



Part C- 

You began an Implementa;tion Planning Guide under Teachip.^ Work 
Habits and Attitude;5. Activity 3. This is a, . continuation . of that ^activ- 
ity and wilVassist you in developing a plan to^lmfrl^ment the teaching 
of job search techniques. Remember Mr.^ Smith from Activity 3? He and' 
his busy group have also developed a list of job search skills which 
they think students, should acquire. Working again in ^three small groups 
with eacji person completing. their own guide, develop a plan for teaching 
students how to use the following resources: 

Private employment agencies Yellow pages , 

Employment Security Manufacturing-directories 
^ School placement office ' . Want ad's ' " 

After ^ach group has^ compl eted their plans; reconvene and share 
ideas, adding others' to your own. Exchange and check for completeness. 
The first one has been completed as an example. 
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Area:' hhSmch-^klU 



' PRE-EMPLOYMEHI SERVICES-TEACHING STRATEGIES 
IPPLEHE^TATION PLANNING GUIDE '" 

' Name; 



'1 



S^iU attitude or | 
knowledge' objective i Activity^ 



01 I 



i 

I 



Material Source 



i'tlnrfeAi-tand u^e o[. 



Delivery 
' method 




Read and (ii/ictiii ■ 'h teiM.puufite 



Personnel 



Time Schedule* . 
in-clas-S' out-of-class 



CQOKiinatofi 



30 uRii. liouA ■ 



Coinpleteness.Qtieck reliuires at least two teaching strategies be listed 
• for each "of at least >three job search skills. 

Checked as complete by:' ' ' : 
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PRE-EMPLOYMENT SERViCES-TEACHI-NG STRATEGIES 
' IMPLEMENTATION PLANNING GUIDE 



Name: 
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JOp COMMUNICATION SKILLS 



The teaching of job communications slcills^is an impor- 
tant element Tn any pre-employment program. If students 
have the ability to prepare adequate resumes and letters of 
application, accurately complete job application forms, and 
use good telephone techniques, they are more likely to obtain 
an interview, and subsequently the job. than applicants who 
lack these skills. 

Resumes. Resume is a French word meaning summary. Students 
shotild Mnderstand that their resume is a summary of their 
qualifications. In many occupations the resume is an indis- 
pensable job hunting tool for the applicant.. A good resume 
IS often the deciding factor in determining whether the 
applicant gets an interview with the employer. 

Whjle .the primary purpose of the resume is to obtain an 
interview, it may also become a focal point for conversation 
between the appl icant and the employer during the interview 
T(^e exact format and content of resumes may vary; however 
there is. substantial agreement 'among employers that a resume 
should contain the following information: 
' Basic persona Xdata. Thi\s section should contain infor- 
mation about the applicant's age. sex. height, weight. 
^ ' marital status, military status, etc. (see sample 
resumes in, Appeh'dix). 

Job objecti ve.^^The job objective is- the heart of a 
resume and sMd be given careful ' consideration. It 
should state as clearly as possible what the applicant 
wants to do. If there are limiting factors! such as 
travel, preferred geographic locations, then these 
■ should be stated. 

Education. The recent graduate often has littfe to sell 
a prospective employer but education. Students should 
- cover this area tjioroughly. listing major and minor 
areas of study, including courses and academic achieve- 
ment in major areas of study. Extra curricular ' 

" ^ . ■ sr 

-59- , • 



Importance of 

Job Cormunioations 

Skills 



Resumes 



/ 



activities are viewed as important by many employers 
and should be included in this section. 
x Work experience . 'Employers are aware that most recent 
graduates have limited work experience, however, they 
are interested in activities 'that- would indicate the - 
student is willing to work. Students should be 
advised to list all full-time and part-time employment 
and volunteer work. They should describe the kind of 
work done and the finm or individual the work was done 



for. 

References. 



A resume should contain three or four 



references that a prospective employer may contact. 
References are usually more effective if they include 
several former employers or individuals from the busi- 
ness commi^nity. The exclusive use of teachers as 
references should be avoided , This section of the 
resume should incl ud^^ame, ^job title (if appropriate), 
complete mailing address and phone number of the 
individual cited as reference. Permission to use their 
name should be secured from each person listed as a 
reference. /P - 
^Two or thripe pages are usually adequate to present most 
student records. The resume should be typed and attractively 
set up. Students should receive instruction in resume pre- 
paration, including assistance in preparing their own. 
Job Application Forms . The application form is frequently 
used by the employer in the process of 'selecting applicants 
who have the academic and other preparation suited to the 
job s/he is trying to fill. Students need to understand 
that it is important to complete application forms accurately 
^-^ftrttneatly and that their success, in securing the job may 
(depend on the manner in which they complete the application 
form. Some placement offices provide their students with a 
personal "pocket" job application form. The inside section 
contains a listing of basic' data normally requested on appli 



Job Application 
Forms 
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cation forms. This provides the student with practice in 
filling out application forms and assures that they will have 
the information (social security number, etc.) necessary to 
complete application forms, since many business and indus- 
tries req,i>e that application forms be" completed on the spot 
The back side contains a check list to assist students t6 ' 
prepare for an interview. Th^ entire form is small enough 
to be carried in a wallet. " 

Another alternative is to secure application forms from 
local .firms and provide an opportunity for students to 
complete sample forms. 



You {s\f^ -fvilKlK ITi FUMtiYTO WR\TE 
ARE MOT AMWSED... 





Letters_6f^ric_^^ (cover letters) A cover letter 
should be used when a resume is mailed to a prospective ' 
employer. The purpose is to interest the employer in hiring 
the applicant and the first step is >to get the employer to 



I'ett'ers of ■ 
Applihation 
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.read) the enclosed resume. The letter may be. thought of as a 
saleb letter, in which applicants capitalize on their aca- 
demic and other preparation by tailoring the information they 
give to, fit the job they are s^ekin^. It should, deraohstrate 
to the erfiployer that the applicant has the abilities and. 
sk'ills required by their firm. 

1. The letter should be addressed to a specific person, 
by name and title (spel led correctly) . This person 

.should have_ the authority to take action on the 
application. 

2. The first part of the .letter js critical, It must 
attract the reader's attention.:. One way is to 
establish a po in t\of contact wil^' the employer 

J--." ^ in the first sentence; ' ■ . ' , 

" ■ 3 The letter shouTd be structured in'^terms of .the 

contribution the appli.cant can mak^'to the employer. 

4. Simple.i.'^direct l<angua5e and correct gramtii'af' should 

be used in the '1 ettei*,., . ' \ 

5. The letter*' should. bef' kept s-hpr,t. Infi^pnation cpn- 
t.aihe^iri tfie resume should not be repeated, but 

' .the letter should be sure to' refer to the resum.^.. 

6. ' A definite request;^for 'ap interview, even to the 
I. point of. suggesting' a specific. date, should close 

■ \. thfe lettej,^' ■ 
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Jhe^letter' and resume shoiitltl be .attractfvely set up 
^V,, ' . neatly typ&d, and 'o^^ooA qitelfty paper . . . • , 
" : Lett-^rs of appl ication are sometimes §eri,t without a 
resume. ,. The' fetters shi^uld^' be;, constructed following the 
suggestions ouflin^\d afejve", but'-^xpar^ed to incJ-ud^ some of 
tW:4\\formUon normally contained; in ^the resume. • ■ «t 
i^VieRH(?o e. The telephone-is a valuabfe communication tool . 
i;;.in, contaciriVig empl^ers . The objecttf'^i s for.' th& sti!id^nt 
"'to secure an interview with the empl^oyefv- An'effective' 
'method to teach students effective telephone techniques to to 
have .them construct a che.ck list fWexplaining their quali- 



Telephon 
Teofyiiques 



ficatfons to employers. The following list is suggested as 
a guide in teaching student telephone techniques, it may 
also be included on the back s'ide of a pocket application 
form. ! 



Telephone Check List ■ 
'"lob'or"?;™ deM,„strne Interest V 

Thank employer. FolIo« up on.any^on they, suggest. 



nj^^ic 

lonrski 



Students who have good communicatioiyTki 11 s are more 
likely to secure interviews and employment than applicants 1 
whose sHlls are lacking in this area. ' Instruction should be 
offered/on how to: prepare resumes, letters of application 
job application forms, and how to use the telephone to secure! 
an interview. Students should be provided with an opportun- 
Ity to practice these skills. 



Simvary 
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ACTIVITY 4 - SELECTING MATERIALS * 

There are many materials available to assist persons in writing 
letters of application, resume preparation, and completing job' applica- 
tions. .Selecting appropriate materials can be difficult, so this activ- 
ity is designed to allow you to critique a few commercial products and 
compare your analysis with others. The second part of the activity will 
be to include the communications skills in your implementation planning 
guide. . ' 

Part A 

On the following pages are several "materials critique" forms. 
They are to be used to "critique a si ide-tape presentation and at least 
two sources of printed materials. Your coordinator will show the 
slide-tape presentation. Following the presentation, complete your 
critique. Then, working in triads, compare your analysis with that of 
two others. Discuss any differences. . The coordinator will give each 
triad a set of three sources of other materials. Prepare a critique 
on at least two of these. Again, compare your analysis with others 
whovf ri tiqued the same materials. 

\ ' ■ 
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MATERIALS CRITIQUE . FORM for 
Films, Filiiistrips, Tapes 

Material relates to the skill or attitude objective of 
Available from: 



Title 
Cost 



Type 



_Rate tfie^ material on .each category as follows: 

1- Unsatisfactory,. 2- Satisfactory,. 3- Excellent 



Category 



Information up-to-date 



Length of Presentation (10-25 min) 



Quality of Pictures and Sound 



Free from Bias (sex, race, etc.) 



Interest and Mot i \^a t i on 



Content wel l, organized- and 1 o£i ca 1 



Overall Impression 
Notes: 



Remarks 



Time : 
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MATERIALS CRITIQUE FORM for 
Printed Brochures, Books, Workbooks 



Material relates to the skill or attitude objective of 
Available from: 



Title Type' 

Cost Reusable? 

■ 

Rate the material on each category as follows: 

1- Unsatisfactory, 2- Satisfactory, 3- Excellent 



, Category 


1- 


2 


3 


Remarks : 












^Information up-to-date ^^ 
Time needed td read or complete 








Jime: 


Readability ~ Vocabulary level 










General Attractiveness (appearance) 










Free from Bias (sex, race, etc.) 










Interest and Motivation 










% 

Content well organized and logical 










Overfall Impression 











Notes : 

I 
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Part B 

This is the third component of the Implementation Planning Guide- 
Teaching Strategies. The emphasis this time is on using commercially 
available materials to teach students communications skills related to 
job seejcing. 

Work again in three small groups with each person completing their 
own guide, reconvening to share ideas and then exchanging guides to 
check for completeness. 

Under the area "Conmunicati-ons Skills" you will want to list the 
skills of: / 

' ■ ■ - 

writing resumes 

writing letters of application 
como^leting job applications 
usiVig the telephone 

List at least one method of teaching each of these and include at 
least one. commercially available material for each. You may use more - 
than one if you wish. 



66 



-67- 



ERIC 



PRE-II'lPLOyMEf^T SERVICES-TEACHING STRATEGIES 
IMPLEMENTATION PLANNING GUIDE 
Area: Cyunications Skills ' / • . Name: 



• Skill, attitude or 
bo:'.'led§e object i.ve^ 


' Activity 


Malerial Source' 


.pel i very 
method 


Personnel 


, ,.,,.,„,,, 

Time Schedule* 
in-class oyt-of-class 








■ 




■ 










* 

> 

1 


t 

■ 

\ 










1 



T 


• 




1 


9 


- 

\ 

1 

• 






t 





— "' I—" 1 


»_ , 

1 
1 

1 

' 1 


■ ■■. ' • ■ ' 




■ 






i 

1 
i 

1 

1 


■ 1 





Completeness check requires that at least one commercial 

material source be listed for each of at least three communications skills. . 



Checked as completed by: 



prc^ably 
program. 



THE JOB IXTEIU IJB\V 



The development of student job- ir^erView skills is 
^--smost critical element irft-he prVemployment" 
le personal interview -provides the student, with an 
opportunity to present skills and abil i ties in ^a positive 
manner to a prospective employer and it provides the ewployer 
with an opportunity to assess the student's suitabi^ ity for 
employment. It is the activity whic^ most determines whether 
or not the student is offered the job. (r ' 

It is impVtant that students be well prepared, as many 
interviews fail because of inadequate preparation. As a part 
of their preparation students should-be instructed to/eview 
their jesume prior to l^e interview, so'that personZ data 
can be readily recalled and- to secure as much, inflation 
about the prospective^ employer as possible. Most e/npl oyer s 
^are favorably impressed if the applicant' is knowledgeable 
about th^ir firm, what th*e company makes or sell's', and where 
its plants or i^ff ices are located. > , 



T=€W-KOtet CO. 




PrepaTzng For 
an Interview 



Knowing, the qual ifications of- personnel can often.be of 

value during-the intervi-ev^-Th^smrrc^-arnii-^d^-n^t ^ 
previous sectjfen on job search techni( 



i.ques can be used to 
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obtain this information. Students should create a favorable 
first impressio*?! with an employer, as an unfavorable one will 
probably be the last. They should dress apg^Qpriately and 
: arrive at least ten minutes before tSe interview is. scheduled 
Employers^ vary a great, deal in the way they condti^t 
interviews and students need to be prepared .to respond. to,^ 
. variety of situations during the interview^ Students ^^^Id 
receive instruction about how to prepare for an' conduct 
themselves during the interview. The coordinator should 
stress the importance of students developing good interview 
skills. The instructional program should provide an opporturv 
ity for students to practice the development of these skills 
Commonly used techniques include: 

• 1. A personnel director for a business firm may be 

invited to a group meeting and asked to carry out a 
simulated interview. The group can then ask ques- 
tions of the interviewer and gain some insight into 
why certain questions are asked and how the response 
are evaluated. 

2. The members of the group may role-play job inter- 
viewing. They can take turns playing the parts of 
employer and potential employee. "They can role-play 
how not, as well as how to, behave in an interview. 
This activity needs to be carefully structured as 
students usually lack experience and understanding 
of exactly how an interview is. conducted. 

3. If equipment is available, both of these techniques" 
may be'televised and played back, with an opportun- 
ity for discussion by the group. It may be espe- 
cially valuable to use this technique utilizing 
local employers, as it ir-^ten difficult to secure 
these people. - 

The following interview checj/list may be incorporated 
in the pocket job appl ica-tionWin and also^ed as a guide 

to critique student performance in role-playing situa#0Q5. 

■ / 
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INTERVIEW CHECK LIST 



applying for. wuirements of the job yoii" are 

' ?rsche^uMd!=' --nutes, before the interview 

4. Introduce yourself In a quiet, pleasant way. 

5. During the interview Ipf fho • 4. 
employer take the'lead'in' fauSnt'""™^ °' 

^ speak With a feeling of confidence.and enthusiasm 
or:or'^'orarrapJf;|i^ JSf--- 'n the 
iEv?ei;- appreciation at;^,, close of the. 



Intervi^io Chec 
List 



10. Follow up after the ilht'^rview. 



ERIC 



..- In summary, the interview l-s *Hp ^r-^-r . ' • 
Jeter. 

T use Of resource p,op,e fro™ business- and industry ^ d 
ro e.p,ay,„g activities are good method, of teaching iob 
interview skills. L.eacmng job 



7 k: 



-75- 




/! 



Surnmarif 




• . .f ACTIVITJ' ^ - JOB. INTERVIEW SKILLS 



. '^4. ■ > ^( * AuiU *p V-ijsi^^ :matferi^$.> afi' effective way to V>resent the techni- 
^ ^\ ■] quel of interviewing,, ^fhe' si id6-tape ypu are about to see takes a 
. humorous a'pp^'o^ch by . i>ly5trattri^ how not to interview. This type of 
activity could be introduced sevgfaTw by telling students what to 
- watch for; or by showing ^he 'films , then discussing the negative, points 
made. Or it could be used this way: • 

Interviewers often use a checklist or interview evaluation form to 
report their reaction to an applicant. Students should be familiar 
with such checklists, as this can assist them in understanding what 
an interviewer is looking for. Students can use a similar checklist 
when role-playing or observing practice interviews. 
Another approach uses a similar technique but the checkl ist is designed 
to critique or evaluate the quality of the iMervieW, rather than to 
evaluate the applicant's suitability for a particular job. Both types 
of forms may be found on the following pages. 

The second one, interview critique form, is, to be used to evaluate 
the slide-tape presentation. Review the contents, then as you watch the 
slide-tape, use the checklist to evaluate the interview^ 
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Name 

Pos i tion sought _ 

1. Level attained 

2. Grades achieved 

3. Outside activities 

4. Subject taken 

1. Past responsibilities. 

2. Skills 

3. Past accomplishments 

4. Career progress 

5. Motivation ] 

6. r::*tinence of past jobs 

1 . Future ambi tions 

2. Reasons for applyioa 

3. Promotion potential 



FMPLOYMENT INTERVIEWING FORM 
> 

. Da te of Intervi ew 

Conducted by 

Kducn t iotxa I Fiackground ■ 

High school 

Passing marks . 

None ^ \ 

Not job related " 



Job Expevience 



None 

Unskilled 
None 
None 
Little 
Unrel ated 




Suitability for Available Position 



Uncerta in, 
confused 

No clear reason 



None 

Individual I 'mj vac t eristics 

Grammar bad * 

Di f/icul ty expres- 
sing self 

Sharp, unpleasant _ _ 

Timid, nervous ^ 

Badly dressed , 
* ■ ^ sloppy _ 

SoCLi'il He la tion ship:) 

-^^'-^amily status; Unstable 
j^N^^cJal interests . ' None 
t^side interests None 

None 

^ \ , ■ : Fifh'il Disposition 

(1) Rej&t, '{2) Hire on trial (3) Hire with caution if no better candidate 
(4) RecoKi/iiend (5) Recomnend highly 
Remarks: ' 




1- Diction 

2. Verbal facility 

3' Tone of voice 
'4. Attitude 
5. Grooming 



Ph.D 
Honors 

■Many, varied 
Highly suitable 

Heavy, varied 
Competent professional 
Top-flight rr.anayer 
Steadily upward- 
. Abbi t i ous 
Highly related 



Realistic, objective 

Qual if ied by past 
experience and desire 

Highly promotable 

Well spoken, cultivated 

f :■ 

Excellent 

Well modulated, pleasant 

Confident, at case 

Well groomed, in 
good ^taste 



-4. ^o&bies. 



Stable 
Outgoing, sociable 
Civic leader 
Several active hobbies 

appears 



\ 
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INTERVIEW CRITIQUE 



Interview ^ 

Company . . — T" 

Rate the applicant on the following categories; 
1 - unsatisfactory, 2 - satisfactory 



Category 



Pre paration for the interview — _ 

1. Punctual 

2. Knows who s/he is expected to see 

3. Comes to interview alone 

4. Knows something about the company 
other than the name 

5 Has pencil or pen and information 
needed to fill out an application 
form • 

gpp^r^ ap pparance and impres sjon 

1. Appropriately dressed 

2. Handshake/ eye contact 

3. "Free from nervous mannerisms 

4. Courteous 

5. Moderate speaking voice 
General Presentation 

1. Understands job requirements 

2. Asks appropriate questions 
35Brings out his/her strong points 

4. Expresses self well 

5. Seems motivated and interested 

- — in^jo'^ 

6. Able to^answer-^ufistions ^ 



Overall rating for this interview 
Would. you hire him/her? 

Notes: 



7^ 
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Part B 



to se ect one of the Jobs t.at a X 0 T ''^ '>"WUy 
P-n,o„ available", Consider ,71 "^'^ a 

- group Of students. (2, «,at ^""' '"iroOuce this act,v,tv 

person playing a role l.l '"*^'"'™t'0" you would need t„ „. 

-nt fro™ the observing students rinTer *"""^"'"'^ 
2 be a resource you «,i , „ant to use Vo " ^'"--'^ 
™ch time yo. have for this oL "<»-<linator „i„ tell ^ou 

this for^t if ' --^ .-en/:o„ 

tscfi group is to 7 
-;e-Pla. activity to ZTf Z ZT °' to present the ' 

""0 is to Play „,at roles 0 asT f'"'" ^^"^"'^ ™^ -esig. 
-9'e-p.ay the activity for th i'r L „ ^ ^-en they are tl 

to 15 minutes. *" "''"'P- Lmit the role-play inter 

''°"°wj'^»iis, reconvene and H- 

,2r^"- other techn.-q.es col l T '''''' *° espec.'ally 
'^'^^^^^"^^^^ ^--tern-ew sk.-lls? *° ^^'^ ^^^^ents practice 
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ROLE PLAY - JOB INTERVIEW 



r 



^ Draftsman 

The Employer: 

Vinyleer Products, This company is one of the leading manufacturers 
of a special vinyl .finish which is laminated to such wood products as 
exterior and interior doors, furniture, and counter tops. They also 
make decorative panels which a'ij^ sold nationally. The company was 
formed eight years ago and has acquired three new plants in small Missouri 
towns within the last two years. Sales are largely dependent upon the 
vagaries of the construction industry. 

Note: The company is employing persons to work in their new plant 
which is located in Red Eye, Missouri, and which is scheduled to 
open in one month. The personnel director and top management are 
hired and on the job. All other employees are in the process ^of 
being hired or transferred in from other plant locations. ■ 

^\ 

Draftsman II 

Responsibilities include preparing fabrication and/or detail drawings 
required for manufacturing purposes. Work with product desiArs and 
engineers on new product design. Must be able to function vdj» minimal 
supervi s i on . 

The applicant should have two years' training in dr/fting, preferably 
architectural. Experience preferred, but not required. Starting salary 
$800 per month. - - - 
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The Applicant: 



Name : 

Objective: 
Education: 



Pat Stevens 

Posnion^.in drafting with opportunity to move into 
design drafting. / 

Podunk High School, Podunk, Missouri, 1971-74; 

Podunk Community College, Podunk, Missouri 1974-present 

Will complete Associate of Science degree in Drafting 

in one month. Grade average B, with mostly A's in drafting 

and art. 



Employment: 1971-74. Sales clerk, after school and during supers, 
at the New World Lumber Yard. 

1974-present. Part-time employment^f twenty hours per- 
week with High and Low, an architectural firm which 
specializes in residential work. Duties include operating 
blueprint machine, running errands, assisting with per- " 
%IW^tive drawings and model construction. 



Sa 1 a ry : 



Open 



n 
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Part C 



This is the fourth and final component of the Implementation 
Planning Guide-Teaching Strategies. Working in small groups, and with 
each person completing their own guide, develop a plan for teaching 
students interview skiTTs. Include a role-play activity and at least 
two other techniq.ues for teaching interview skills. You .may list more 
if you wj,sh. Following this, exchange guides and check for 'compl eteness 
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■Area: Job Interview Skill'; 



PRE-EMPLOyi'lENT SERVICES-TEACEII^G -STRATEGIES 

IMPtEFlE^TATION-PLAN^I^G GUIDE 
■ " Name: 



Skill, attitude or 
'i^nowl edge, objective , 


■1 1 — ' 

! 

Activity 


Material Source ' 


Delivery 
method 


Personnel 




Tine Schedule* ' 

in-class out-of*class 

(,1 ' 


,1 

, 1 
■ • t 
1 

\ — ■ 




- 






t 

! 






• 


.1 










1 — _ ^ 
1 


> 




'. 






. i 

■ ! 


• 


1 














■ j 
i 









I 

00 

w 
I 



V 

Compreteness check requires listing job interview skills which 
includes a role-play activity and at least two other teaching strategies. 
Checked...as complete by: 
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SUMMARY 

In this module you have conipleti^d activities which provide you 

with the beginning framework for building a prie-emptoyifient program. 

f * * ■ * \ 

The Implementation Planning Guides which you. have developed for ^ 

Work Habits and Attitudes^ Job Search Skills ^^CormunicaM^bns , Ski^ 

and Job Interview Skills- could be modifi^d^ ancl/or "adapted to your own 

local setting. Some of the literature ayailabTe about placement programs 

has suggestions for other areas which couldvalnct probably sh^fcild) be 

included, in pre-employment programs. vR^frlil^ this module has given 

you some ideas on how such programs e«l;<De del ivered and, how .such", 

skills can be taught and you will add to tlijs as you develop your p»n 

programs of services. . . .. & „ v ■[ 

An optional section on the following pages may be cotfipleted if -rf',, 

time perrtrits. It covers Evaluating ^^e-Emptoyment Prj^grams.^^- % 



"'/"■^'^^^M'^^^ ^jr^ iJ^E EMPLOYMENT SERVICES 



Evaluation of the effectiveness of pre-employment 
services to students is a significant aspect of the program., 
>f5cedures-for evaluating thP pro|fS|n should be determined 
during the planning sta^ should be based on established 

; P'',^9[f '°^je^tives. It iipifisable to involve the advisory 
ycommiftee. employers, schobl administrators, teachers, and 
intial users of the service in the establishment of the 
«am goals^and deveTgpment of the evaluation pi art.. 
-0^^ ^^^^^ questions to be answered ty evaluation are: 

1. What effect did the program have upon students? 

2. How can the program be changed to more effectively 
serve students? ^ - . 

, • The procedures should provide for an evaluation of: 

f, . , 1. Student understanding of work habits and attitudes 
^' - ^ expected by employers W 

,2.,. Student ability to conduct a job search . 

3.. The adequacy of student resumes arid letterV^of • 
application - > 

Stud^-^bility to complete application forms 

5.. Student ability to effectively participate in job 
interviews ^. , 

6.- Student abil|ity to effgctively use'the telephone 

The American Lns^'tutes for Research has 'developed' 
instructional modu-les in. (a) AssWsing Desired Outcom.es, 
((b) Assessing Current Status, (c) Establ ishing Program .Goa-Ts , 
and (d) Condi^cting Product Evaluations. All of the modules 
should be of value to the placement" coordinator in establisb- 
ing program goals. and the .evaluation plan. - 




evaluatIon activity , ^ 

Evaluation of prel-Bnlployment instruction should be carefully planned 
as an integral part df. -the service. It is important to determine how 
/ student outcomes are: ^fb be evaluated. As a groUp, discuss how, this^yan 
be accompli^ed, (developing a list of direct and/or indirect measures 
for each component^vcovered in the module and methods of collecting such 
measures. Use thg^ form onf^ the next page to record y6ur information. 

A second phase of evaluation would be to assess students' opiinions v> 
of the instruc^tional techniques and materials used in pre-employment 
^ instruction* A sample evaluation form is given on the fallowing page, 
which might be modified for fei^ if pre-employment services are delivered 
in an ^employment seminar or class. *What would you want to add or 
delete? Hov«^uld you evaluate the ppe-employment services if other 
delivery m^tnods ar^e used? ^ 
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PRE-EMPLOYMENT' PROGRAM 
EVALUATION ACTIVITIES ^ 



Component 



Evaluation Measure 



Example: 

Communications Skills ' 
A. Resume preparation 



Students' prepare own 
resume use check! i^st 
to evaluate - see "The 
Job Game". 



Method of Collgctinft 



To be handed in, 



in class^ * 



STUDENT EVALUATION OF . INSTRUCTION.'- " 
(To be completed by students) 

. IN!^TRUCTOR ' 



Form A 



Dffections : ',Please complete this form by writing in the class you are enrolled' in 
.and the'^ name of the instructor, 'ahd checking .the appropriate response*^ 
, , • for each item. All r:es.ponses wijll r§ma in anonymous. 




. " N = Not applicable., , - 
SD = Strongly disagree 
D - Disagree 

The instructor is well pr-epared for the 
class. 



^ = Agree 



= Strongly agree 



The instructor shows interest and 
enthusiasm in teaching the .subject. 

3. The instructor seems to know his 
..subject well. v. 




4. Therd" is considerabTe agreement be- 

■ tween the annbuftce4 objectives of the 

course and whatsis actually tai^ht. 

5. The examinations giyen in the course 
correspond clasely to the material 
taught in the course; \ 

6. The instructor is reasonable and< 
objective f^is grading procedures. 

]^'' I4 For my preparation and ability, the 
* leVel of difficulty of this course - 

about right. 

>8. The inst_nSfttor stimulates my curiosity 
. about ttife subject matter of the course 
and makes me Want to learn more about . 
the subject. 

- ' 9. The course is well organized. 

'qo.; ^he instructor's, methods motivate my 
interest in tKe course.*. 

<f . • ^ir'^to^he instructor is receptive to new 
V ^ . -J*:.' ideas and fathers* viewpoints. 



KLC 



In this class'; I feel free to ask. 
questions or express my opinions. 
• <' , . . 

13'. ^i\e variety of instru(#ioncil methods 
'andmaterials utilized by the intructor 
IS appropriate fop this class. 

14. The instructor is friendly toward and 
displays a genuine interest in students, 

15. The instructor meets all scheduled 
cl-asses on time. . • 
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SD 



SA 




I ' ,n ' ^ NAME; 



"-•He a paragraph which states ths\.,f , ^ ~ 

™Ploy«„t services to stJe„ " , T P^^" 

.tHe teu Which were cUeTa ev ^ cT„rt: """^^ 
emploj^ment services. evidence of the need for pre- 



\ 

if 




Whs- , r . ' ' 

■ 'List the' thrpp m;,-;ftv, - l . ' -t^'^-ti? 

... -^o-.Pb seeing s,nu .eeded hy schoo, yo.th. , "l^ 



Three methods of del i vering pre-employment services were analyzed 
in Activity 2. The following statements refer to that analysis. 
Respond to the statements by indicating which methods of delivery 
best fit each item." You may refer back to. the analysis if you 
need to 

Key: IC Integrating into existing courses 
SC Separate course 
G Integrating into guidance services 

a. Actively involves the teacher in the placement process. 

b. ^ Students may fail to take advantage of the service. 

c. Pre-employment instruction may be poorly presented due to lack 
of interest. . . 

>d. Most likely to^reach the largest number of students. 

e. Requires allocation of considerable resources, both time 
~ and money. 

f. When priorities arei assigned, pre-employment services ijiay be 
~ negl ected. , ^ 

~ ~g. May best meet the individual student's need. 

h Requires cons^'derabl e coordination time by the placement 
~ • coordinator ko^' insure that all pre-employment- object! ves 
are met! - - 

i. Scheduling may be a major problem. 
~ j. Easiest method to evaluate so that pre-employment ,|ervices^ 
~ can be improved. • .-. , [ " - 

. < ■ ' ■ ' ' ■ . ■■ • 

\ 
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DO'S AND DON'T FOR JOB SEEKERS 



DO sfress your qualificafions for the 
job 

DO recounf experience you have had 

which would fit you for fhe job 
DO indicafe, where possible, your 
.sfability, aflendahce record and 
good safefy experience 

DO falk and ffiink, so far as possible, 
abouf fhe fufure rafher.fhan fhe.past 

DO fry fo learn ahead of fime abouf 
fhe 'company and ifs products 

DO assume an air of conTidence 

DO afDp>oach fhe employer vvifh re- 
spectful dignify 

DO fry to be optimisftc \f\ ^our atti- . 
/ fude X "ifl. 

DC!*^*rnainfaln your ^o>se artd self con- 



DO fry fo overcome nervousness or 
shortness' of breath (it helps to take^^i> 
.a deep l^reafh) 



DON'T keep stressing your need for 
a job 

DONT discuss past experiences whii:h 
hjve no application to Ifie job ' 

DON'T display ovcrconfidence 

^ DON'T cringe or beg for consideration 

DON'T speak with fnuffled voice or 
indistinctly ' ^ 

DON'T be one of tfiose who can <io 
ariyth ing 

DON'T hedge in answering questions 

DON'T ask your questions aboDt 
•V Hours, pay etc. early in the inter- 
view . " 

DON'T hesitate to filf oul' application, 
give references, take physical ex- 
amMation or tests on request ^ 

DON'T hang around prolonging inter- 
. view \t should be ov^r 



DO . hold yourself erect ' ^ . 

DO apply for a specific job or jobs 

DO answer; questions ^hone^tly and 
wifh straight-forwardness .>:r 

DO stress -' fhe contribbtiorv^ ybu can 
make to the enterprise ^^' V 

DO have available list of former 
employers, time and period of ser- 
vice 

,DO have a list of refere(»jces cr^^ 

'-.DO let^s 'many peopie''is possible 
•know you'cJre "job hunting";^ 



DO make plehfy, of apyplications. 



DON'T ar^e late and breathless for 
interview 

DON'T be a "know it all" or person. 
. ' whjQ.can't take instructions. 

DON'T keep yourself 'from contacts 
who might help you find a job 

bON'T feeUthat the v/orld owes you 
^a living 

-PON'T make claf^>tJFrh^;cr canaof 
deliver on the job * , ' -'^v 

DON'T depend upom th^' ^te^ephone 
fdr your job 

. DON'T display a feeling of infbriorfty 
■ DON'T bo unfidy in appearance. 



Reprinted from wSement Servica 



Job Placement Model 



for Local Educa^i&hlAmncieh'^' tSM^^ 

Scc2Dat?onaf%5,'c"f'^'°"^] R^^Sle^Jb' Coordinating Unit, Department of . 
Austff ?exL ' Technology, Texas ^lucation Agency, 
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Name: 



(INSIDE PAGE) 



Address: 


_ _ Phniio Niimh**r- 


Kclucrttlqn: 


Niune & AddresB 
of School ^ 


How I.on« 
AtteYuloa 


If ear 


CtnirGC or * 


HIGK£SX' GRADE 
OOMPLETKD 










OTHEB TFAIN-^" 
INC. ETC. 










TOOLa, KQL .P^ 
MENT, MACHINE 
OPERATED 







V.T)RK EXPEBiaiCE (EMPLOmOT RECORdT 



EMPLOYER'S NAME AND ADDRESS 


POSITION 


SUPERVISOR 


FROM 


TO 


SAL.\RY 


RKASOn LLTT 






















V 










y 


























REFERENCES (no relatives)' 


AIIDRESS 


OCCUPATION 


s 

' PHONE mJ^^BER 












i 















PREVIOUS ADDRESSES : 



Nxjmber Street 



City #. Zip Code 



Telephone No. 



OTHER INFORMATION: 
Social Securiyty No. 



State Fair Commur.i.t/ College 
J(^, fiacement Service 
, 826-TlOO ext. 1*8 



A P P L I C A T I D^^N 

FOR 

EMPLOYMENT INTERVIEW 

POSITION DESIREDrj*^,. 
Nanre, Address, Dates and other '^acts 



(OUTSIDE) 



NAME: 




ADDRESS: 



city 



zip code 



state Fair Cc:ir:.:|\ity College 
Career ;.i_:ciitijn 
Job QLfl.cer'.-}r. y £er"/ice 

8i6-H?C-';';0c, ''Pxt. us ■ 



Fold 



lere 



PREPARATION 

CJ Dearn GOTetr.i.-.v' about company 
a Ha^ye .speci: : Jobn in mind. 
•OFiliiin Fcpy.*?* P^sa-ne. 
DReviev, ir, yo-ir raind, your 

quail fici*, : cr.s for Job. 
O preparei to answer broad 

questicr.3 aVout yo\irself. 
D Bring any r.ilitary discharge papers 



//JOB .INTERVIErTHECKLTsT/^ 



INTERVIEW 

a Be prompt. E^ly, not late, 
a Answer questions directly and 

truthfully, 
OBd well raar.r.ered. 
O I^e proper grammar and good 
diction, 

□ Be enthusiastic and cooperative. 
ODon't be afraid to ask questions; 



APPEARANCE 

□ 'Freshly ncrubbei. 

□ Well grcur.oa. 
O^^uitably dressei. 

□ Make up in gcrd taste. 



. 'TEST 

yQ O Listen to, instructions. 

□ Read each question carefully. 
D Write legiMy". 

O Don't dwell too long on one question. 

-98- ^ 
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FIVE STEP PUN FOR UNOINQ THE 
. . HIQHT JOI^ 

mV2E YOURSELF. Wflli I wofdfllyoor 
•KplfUncii. Compirj your imi md 
liabililiii. Dfiw Worn concluiloni. 

I DETERMINE WHAT SERVICE YOU HAVE TO 
OFFER. Whil cin you do tm\l Wmt do you 
winl 10 do mo8i7 

3. MAKE A LIST OF PROSPECTIVE EMPLOY- 
ERS. flesurch tlwn, Ditirniln« how bill lo 

reach \\m. 

< PREPAREYOUrtMATERIAL.Aroiumaofwhai 
vou can tMit do. Keep II brill. Pripim mattoc 
'ppiioiiion, 

5. AIM FOR THE SPECIFIC JOB. N6v«r UH I 
pfosp«ctly« imployer "Hive you any jobj 
opan?" 



UNITA^iSElECDNOAJOB 

tA.PIck I lob/thit Is compatible with your 

mmy p\y and linowlodOB. 
2A. Don'! waste time on poor projpecta ^ 

TLl'f}I!^^°^P^'^°^^qu«fl"c«lloniloiha 

•lllldjbb requlrwnenti 
^^.Plckaylob that will m\ your neeOs both 

P5yc];t)loglca!ly arvJ Bconantcally. - 
^A.Soio^tiJob thai Is as close to your home m 

PQJslbie Of prepaff to fnove to the |ob 



Unit A |Con^.| 

5A. Choose' I |ob with compatible working 
condltloni. 

6A.Gel all the Inlormallon that you cen before 
leiecting e job ■ not after * lo ypu m avoid 
bolnd diaappolnlid, 

^UNITB.RNDINQ EMPLOYMENT OPENINGS 

^fl.ChecH wllh your hlph ichool counailorand 
ywr hiiih ichool |ob placimeni awvlce. 
lBl«pho{\i|8ie)e».7lOO, e)(l.48. * 

2B.Fbf •mploymenl openings In your area of 
Mliiourl check with the Mliiourl State 
Employment Jbb Service In Sedalla e2WlB4 
In Marshall 8a6-7401JnCllnlonBaj.2X1. ' 

38. For Federal Government imployrpefK contact 
U.S. Civil Service Comml33lon, l5g Federal 
Bulldlno. 601 Eaal I2ih Street, Kansas Clly 
MO Wioe. TeteplKjne tma92.7550. 

*B. For imployment opportunllloi with Ihe State 

ol Mlisourl contact Ihe Miisourl Personni 

Olvlildn.ii7Ea3lDunkllfi,Jef(ertDnClty, Mol 
MlQl. ' ' I 

5B.Chetfk newspaper claeillfid ads lliilnd 
openlnfli. * ^ 

> QB. Locale employefi In.your^omniunliy by uilna 
the yellow pages In your lelephone dlroclG 

7B. Check with local labor unions for oponlncs 
Ihe particular craft or trade. 



'UnllB|Conld,| 



p 

'elallvos 



IIB. ^nllsl the aid ol your Irlands and relaLs In 

Inforifilng you ol job openings. 
98. Private leKharginj implovfnont agencies are 
' available lo help you locflte i job. 
lOB. Apply al tho personnel end wiploymenl olf Ices 

of'bolh large end imall buslnossej. 
:1IB Use church, communlly sen/Ice organlutlons, 

and Chamber ol Commerco omployinenl 

Information to aiilst )ou in llndlnc 

imploynfient. 

UNITC.PILLINQOUT AN APPLICATION 

1C., Bring a pen, and Ink eraser, and your social 

; security card with you. 
2C. Road the eniira application blank before you 

3lart lo fill W out. Ask questions II you dim't 

. undtrstand. 
:|C. Be con^plote ■ mdbte a rnponse In ill boxes 
> on the application blank. 

4C.Have all noce3M7 dates and Inlormatlon 
I JWJ" down Iresume or maiiof appllcailon 
' )*eiliLi«llable eo j^t you can be accurate. 

your persor^al qualltalona - 
ale, , but don't be too modost. 
»nci)S and gel their permission 
J Iheir names on an application. 
..Nionlslhflonly thing that spiMiks 
for you alter you have' left. 




UNITD^PHEPARINQTOTAKEAN 
EMPLOYMINTTEST 

I D Ensure thai you are In gcod health and paled 

before you ta^a a lisl. 
20. Chock tho eiact time sfxl locallon ol Ihe teal. 

Ask If you need lo bring my n^alerlala with 

you. 

30, Arrive a little before the appointed lime. Visit i 
. , i roslroom and be miaied and ready lo worV. 
^0. tfrlng a pen, two sharp p«nclls, and an eriief 

wllh yco. 

' 50. Listen carefully lo Inilfuclloni, tl yog have 

questlor)s ask them befom the test bfolni. 
60, Welch your ilrne closely. 
■ fD. Wor1< quickly but svold wild gueaslhg. 
80, Oon'l spend loo much tlim on any or^e 

quesiion. Skip over difficult quMllons and 
, rotijfn If time permits., 
■^k 'W ^P'^'^^y sny answers you change. 
105; \m finish bolors the appointed lime do jifll 

go back and clunge answers unlosa you know 

they are Incorect. 
11 D. If you USD glassis or a hu/lng aid be sure lhal 

you have them wKh you lor the (eating ateslon. 



UNITE.PREPARIHOFOIITHEINTEIIVIEW 

IE Amngo an Inlervlaw wllh a partlculsf person 
but don't be upset II Interviewed by another 
penon. 



^is pocket is printed on card stock, on both sides, and fo4 
^'Ih x3V' to fit into a billfold, / . 



Unit E IContd.) 



2£ Check Ihe requirements prior to and record the 
mt\ \mm place ol the Interview. Schedule 
jDUf Own Interview, 
* Check your iranspoftatlon to Ihe Interview 
4t Lfflmis much as you can about the company 

S km^tc 10 lell ihe employer rwaona why ' 
guftelihaLyoucandoth^Jlob. ' 

w H prepared ^o roiaie your Qualifications and'^ 
framing to dues thai tha employur puis oul'^^ 
COfCerninoJheiob. , ■ ^ 

^ fitm a iisl of questions so that you can.get 

flc ?I^*^'*^"c^iP'M,!heiob. 

lit. Oi^e your appearanca^Jjllnal chock. 

UNITF^IN^EPVIEWINQ 

IF. Be early rathar than late lor an Intarviow 
2F Give your appurance a Iwt minute check 

before appeafing fo^ your Interview. 
JP Check with the recepllonlsl or other 

responsible pofion up anivlng. 
•4P. Bo sailed only If y lod lo do so. 
5F. De alen wh«n caliJJIlw the Iniervlew. Shake 

handsonly.iflnvltedtodpso, » 
\ 6F. Be poised and ilan, roidy to answer all 

queslions clefi/ly and dccurituly. 

Think Ihrougn yoyr answers belore replying * 

don't be loo< quick. 



U'f^lt F (Conld: 



like. Stick to the subject 



if^t end papers 



8F. Be brief and busli 
\ at hand. 

9*. Havi your personal 
reidy. 

lOF.Aakqueillona that you have cowning the 

lot). ■ ■ 

I1F.AI tha conclusion of the Interview thank tho 
Intervlawef for his time. 

UF.Ifnotofferodthfljobat Ihe Interview Inquire aa 
" -to, what Is the noxiatep you should, follow. 



' UNITQ.FOLLOWUPONJOBAPPUCATIONS 

1G. Determine the specific procedures lo follow 
after you have filed "an applicatfon wllh an 
^ployer. • 

5G. The moal preferred way to check the status of 

you[ lob .application is with a peraonal visit. 
3G. Indicate your cogilnuing interest In the 

employer with a short leitar which Is a 

permanent fKOfd. 
• 40. A phone ull iB an affective way io ch«:k the 

sutuaolyourappijcition, 
5G. insure that you ara'iifjlsi^i but nol a pest In 

(olio*inggponlifjs^'licatlons. 
w. Prepare yourseil. lor' future chingw'' 



hf Additbol 
Occupfltlon^Wformotion 



4 KNOWLEDGE' 
S NEEDED TO ^ 



local TrDinin^ , 




. ^ WORK 



bplofment Opportunities 
Cull : 

* Coreer Educotion 
Piocement Service 



WAU.ET REFERENCE GUIDE 



Career Educlilon Project 
■ ) Stale Fair Community Cdiegi 
SedJila, MO 65iCi 




^■1 



Job PlacttDint Specialist 
JobOevfilopmont.PlacvTKint 
4 Follow-up Componwt 
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